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ACTIVITIES OF THE TRANSPORTATION DIVISION, SERVICES OFFICE (0) 

Domestic travel on vouchered funds: 

_ . . , Req ^ est for travel orders should be submitted at least U8 hours 

md Lute oS^l ° n / 0rn 3h ~*- Send one c °Py to the Transportation Division 

d 006 COpy for a PP r ovals. The Transportation Division 
works °at the itinerary via most economical means and requests space from the 
carriers with whom they maintain close liaison, operates ticket p^curement 
and delivery service, has available hotel reservation service in 

« 2r= a 5ier^d i S e J° r Q PrOPer an^accommodationa 

on all carriers and issues Government Transportation Requests for transportation. 

Foreign travel on vouchered funds: 

, , Request for travel orders should be sub mi tted at leas'- 30 d av . __ 

that the travelsr nec^ rl0r 

^ j Send ^ copy t0 the Transportation Division and 

outlined to dos^i^ra™! ^f roval ‘ 016 s ^» procedure is followed as 



rzsf w Il0ur 

Household effects and cargo shipments for overseas: 

and -ent f ° r °]? r f? aB shipment of cargo are submitted on form 36~h 

i th Transportation Division after approval. The Transportation 
ivision picks up the household effects from the employee's home and makes 
arrangements with commercial packer to have effects packed and c-ra+Pd and 
prepared for oversea, shipnent. Delivers cargo W pSfSa^ve^St^Lk 
and secures necessary space from steamship companies. 

Motor Pool and Garage: 

ty. a nnnnr+i he Transportation Division maintains a motor pool and furnishes 
transportation for employees of this agency 2h hours a day. 7 daysTweek 
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Issuance of Transportation Requests * 

Transportation Requests are printed in two different types. Type A Books and 
Type B Books. Type A Books are issued to travelers for their use only and they will 
sign the Transportation Request as issuing officer-traveler. 

Type B Books are for use in offices where individual. Transportation Request* 
are issued for specific trips and require signature oB both an issuing officer and 

the tr ^^p“ rfcation Requests will be prepared in an original and memorandum < copy. 

(It is suggested that you make a copy for your file) All information must be shown 
including the date and number of the travel order and the appropriation and 
Allotment information. The "Bill to" line should show CENTRAL INTELLIGENCE AGENCY, 

Hashihgton 25, D. 0. The next line reading "Request, the" 

Should show the name of the carrier that is to furnish the transportation, line 

•oranencing "For use of" is for the name of the traveler, while the neat two lines are ^ 
for insertion of point of origin, and destination. In connection with round trip travel, 
the words "and return" should be inserted following the destination 0 The LJJJSS*" 
cine "Route" is to be used in' those instances where more nhan one carrier is utilized, 
n, on a tkp from Washington, D. C. to Honolulu, T. H., the route would normally 
be: UAL, San Francisco/FAA , Honolulu, or for special.. insertions, such as Minimum 1st 
class accorarcoddt^ohs", in case of steamship travel, '^he line for Appropriation 
should be filled ill with allotment information shown? qn the travel order while th ® 
line "Authorisation or 'Object" should show the number .and date of travel order. PJm* 
of Issue" is the city where the transportation requests are issued, and the line fo ( 

the Traveler's Signature Title should show the same title as indicated m the travel 
oSei Ihere ia f plac. on the Transportation Ha**** to ahoy, the clasa, nunte of 
oersona. seat or sleeper accommodations and pounds of excess oaggage. These blocks 
should be checked to indicate the proper class of transportation or accommodation to 
be furnished. 'A separate Transportation Request rmist be issued for Pullman accamo 
datlSTSd kcess taggage, indicating in the proper block the type of accomodation 
to be furnished or number of pounds excess baggage. All other blocks In the space to 

be blanked out^ Transport4tion Request should be presented to the carrier by the 
tra«le5 iSfS MtabLta copy staid be retained by lata for use as a aborting 
l)a0 er for attachment to his reimbursement voucher. In the event no claim lor re 
imbursement for per diem and incidental expenses is contemplated by the traveler, it 
• npvprtheless necessary that he prepare a record voucher and support this with 
2e cowl? thflimap^ation Request. The "Statement of Travel" stub of the *»- 
rata^OOT of the Transportation Request should be filled in and left an the book, 

When the requests in the book are exhausted, the book cover Wish. proper intol- 
mation shown on the "Statement of Travel" stub, must be returned to t ms office -.or 
appropriate disposition. Any spoiled or cancelled Transportation Requests must 
be returned with the book cover. This is necessary since the accoimiabxlity for «IA 
Transportation Requests is vested in the Finance Branch which, even though 
Issuing officers of the requests are primarily responsible for their proper use, must 
maintain proper records and submit necessary reports to tne General Accounting Of lice 

and the Treasury Department. _ , , .. , , . 

Requests for additional Transportation Request Books ^ should oe directed to 1 1 • 

Chief, Transportation Division, Services Office, CIA, and it is suggested that this 
be done before your supply becomes completely exhausted. 25X1 A9A 
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